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— CENTRAL INTELLI(;-mCE AGENCY ::?}LINC— MANUAL é . o \4 9/7\

The CIA FILIMG MANUAL has been develoned fo vio* ide & unifora
filing syetem for materizls other than {ntellicence. The Manuel
is to be uged in all Offices of Record, but zay bs used for unofficial
or "office" files aleo, Records 111éd under pr evitus systems will
not be reclassified unless it is necessary to incotporate material
which was filed previously with curreat files, 1

1. DEFIVITIONS -

a, OFFICES OF RECORD . Jffices of Record ara files of "record
copies" of documentswhich are designated as such s:y the CIA Records
Administrator. The need to establish an Office of Record is deter-
mined with the adviee of the activity to dbe ﬂer‘ved, considering thz
econo'ny and efficiency of filing wervice,

b, RECORD COPIES -

(1) The legal definition of the werd "rihcords" is broad,
including "Books, papers, meps, photogzraphs, or other documentary
materials regadleas of phyqiml form or characteristics, made or
received by eny azency, and preserved . . . beceuse of the value of
the data included therein," Excludzd from tre definition are extra
cooles of documents of which record conies are ret.; ined on file,

(2) Documents originatinz within €¢I - 1n accordance with
CIA Administrative Instructicn a buff-cmora; {or yellow) tissue
cony of eech letter or memorsndum Is made to D2 knpwn 28 the offieciel
reocrd cooy for filing in th: Office of Record sertvice the prepering
office, This Instruction applies to memoranéa wrifitean between offices
of Cl1A as well =s bvetween CIA and ocutside agenc iesf

(3) Documents originating outside of ¢ Ii - A1l copier of &
document filed in more then cne manner or in more than one vlace are
"pecords" if so filed for purposes of record. Ueunlly only the orig-
inal or "action copy" of docvments originating ov tnide of CIA are -
“racords" according to thise interaratation,

c. NONR:CORD MATERIAL » "Extra coples" of Coi-urnents of which
one or more record conies are retained on file are not "records" if
nreserved only for convenience of reference, Norrecord materials
include library and museum meterlal, stocke of publications, extra
copies of nrinted or processed mterial rough notes and other working
papers not intended to be kent even brieﬂy for 1e:,ord oUrposes,
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2. FILIVG MANUAL § BRAMYR

The Filing Yapual 1s arragred by {i)ing symbols wita ac
alphabetic index 1rcladed., The cle=sifipations follow functionsl
or activity lines pather than the {In ¢rjanirzational stracturs,
In rome cases thes¢ two coinclde. !ner clensificntions are:

Gomeral
Administration ww Y nogenent

- PMannce :
Poruoinal

y
Sumply, e and $2fvices
Lows ard Legel tuttsts ,
Procurement and Coll¢etion of Informtion
and Intelligence : ;
Proceseing and tvelustion of Information
and Intelligence :
Dissemination of Iatelligence

8 § 388888ES

The coding eysvem is not necessirily limited to a three-digit
code. It may be exrended if mecess:ay, Yy uee of major clessifi-
cations cnded with numbers beginning with 1000, The system dces
not employ decimals, Ccding of subclass§fications followrs
this pattern: ‘

500 Supply, Soace -ind Sesvices

510 Supplies and Enyipmant
511 Procuremont
51~ Seipments; deliveries, receints
212 A Schofldles; delaye, expeditine
12 4 ] o . '
12 A 2 S
etc, :

Codes ending in two geros, e./. 2’)0, 300, my also be dividod:

300

301

01 &
ate,

3. HOY TO USE TH< FILING MANUAL -

The Filing Manuval i3 to be u-ed as a gulde, an outline of
subjecte which may #pnear too detailed for soma Tiles, but not
detailed enough for others, If it is desfred, the using office
mgy prepare an sbridzed manual for ewory-fay needs, keeping the
comlete menusl for roference, P
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Use of the Filing Manuzl is govem@d by & few simpie rules:

8. The filing symbol chosen from the Manual for the
mejor subject of a document should ‘be written on the face of
the document in the upper eight hedd corner,

b, Cross-index symbols for sdcondary subjects should
be vwritten immediately below the f1ling mark,

€. Symbols for general classifications rather than more
snecific ones should be used if tl¢ volume of documents relating
to the subject is small, For instenice, the gencrzl classifi-
cations regardinr Personpel will Ye sufficient for many Branch
or Division files, i

d, Claerifications may cften :be» subdivided by names of
nerrons, organizations, or identifying nu-bers, MThese names
or nu-bers should be written in parentheses as a onart of the

filing symbol,

e, Documents coded with a varticulzr filing symbol
should be divided by dates if the vélume becomes large, Such
division will assirt searches for documents in active files
and will be of benefit in removing insetive portions of the
file for storgre, _

f. Requosts for changes to thd Filipe Menue uld )
be mde to the CIA Records Administrator, 25X
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